
 

If you have an existing SUTS account: 

Go to Colorado.gov/Revenue/SUTS 

Enter your e-mail and password   

Click “I’m not a robot” 

Then click the Orange “Log In” button 

If not, please see the instructions on 

setting up an account. 

  

 

From the Business Center screen under the “Quick Links” 

tab, select  the “Click HERE for the Excel Upload template” 

option. 
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SUTS will then download the Excel Upload 

Template and you will see that in the lower left 

of the screen as shown here.  

Click to open the upload template. 

 

  

 

 

The template defaults to the 

“Upload Data” tab and is where 

you will enter your tax filing 

information. 

Click the Yellow “Enable 

Editing” box to get started. 
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Your Excel template provides you with two tabs located at the bottom of the screen:  Instructions and Upload Data.  
 
WARNING:  Do NOT change the tab labels as this will prevent accurate upload of your data.   
 
The “Instructions” tab contains instructions on how to properly complete the “Upload Data” tab with your tax 
information. 
 
The “Upload Data” tab is the default tab and where you will fill out your tax filing information. 
 
Participating Home rule jurisdictions can be found under your “Quick Links.”  

 

 

 

 

 

NOTE:  Jurisdiction 

Codes can be found 

in form DR 0800. 

State-collected & 

Home-rule city 

locations can be 

found in form DR 

1002.  
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Enter your 
Colorado 
Account 
number (CAN)  
in Column A  

Enter the 
Account Type 
in Column B. 
Enter State for 
state 
jurisdictions or  
Local if the 
location is a 
home-rule city  

Enter the 
location’s 
jurisdiction 
code in Column 
C.  

Enter the 
city/location 
name in 
Column D. 

Enter your 
gross sales for 
each location 
in Column E 



Enter in any applicable exemptions or deductions beginning in column F.  See form DR0100 – Retail Sales Tax 
Return for 2020 Filing Periods (Supplemental Instructions) for more information. 
https:// www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf 
 
When your filing data is complete, click “File” in the upper left, select “save as,” name your file, and save it to 
your device.    

 

 

 

 

 

NOTE:  Once you’ve completed your excel spreadsheet, 

return to your Business Center on the SUTS website as 

shown here. 

Once you’ve entered your filing data into the excel 

spreadsheet ‘s “Upload Data” tab and saved it to your 

device, you’re ready to begin the online filling process.    

You’ll see “Upload Excel Data Upload for Sales Tax” listed 

under the “Open Tasks” area of your business center.  Click 

this to open your upload task. 
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https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf
https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf
https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf
https://www.colorado.gov/pacific/sites/default/files/Supplemental_DR0100_Instructions_02-2020.pdf


 

 

 

 

A successful submission will show Green messages in the upper left hand corner.  After submitting you’ll be 

taken to the form page where the filing data from your excel spreadsheet has been inserted into a tax 

calculation form.  The system defaults to the “All Jurisdictions” view.   

 

 

 

  

To upload the excel document with your filing data, click the “Choose File” button to open the files of the 
device and choose your upload.  Once it has been successfully inserted, you’ll see the file name appear next 
to the “Choose File” button.   Click “Submit.”   
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After reviewing your filing information, if everything appears to be correct, sign the bottom of 
the form using the “Name (as electronic signature)” box and enter your title to the business 
(such as owner) in the “Title” box.  The date will auto fill.  If all information appears to be 
correct, click the Orange “Submit” button. 
 
After submitting the form, you will be taken to the cart area showing the total due for the 
filing. Click the Orange Payment Method button to proceed to check out.  Congratulations!      

 

 

 

 

You can change the “All Jurisdictions” view by hitting the down arrow to review the information 

for each jurisdiction.  
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Colorado.gov/Tax 

Additional SUTS Resources: 
Colorado.gov/Revenue/SUTS 
DOR_TaxpayerService@state.co.us 

Support@MUNIRevs.com 

 

https://colorado.munirevs.com/
mailto:DOR_TaxpayerService@state.co.us
mailto:support@MUNIRevs.com

